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POLI CE RECORDS CLERK

(Competitive Class)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This class enconpasses a responsible clerical position, the
primary duty of which is receiving and processing departnment
records and reports of activity. the incunmbent of this class
perfornms routine typing and filing duties, answers tel ephones,
and enters records into the departnment conputer, in addition to
entering information in departnent files and retrieving such
information as required. The enployee of this class perfornms
routine duties independently, and reports to and has work
reviewed by a Police Captain.

EXAMPLES OF WORK

Exanples |listed below are illustrative only. They are not
intended to include all duties which may be assigned. neither
are they intended to exclude other duties which may be |ogqical
assignnents to this class.

Recei ves departnent records and reports and checks them for
conpl et eness, accuracy, and conformty to est abl i shed
procedures; corrects errors in records and reports or returns
them for correction. Processes or files records according to

departnment procedures. Enters routine information into
departnment records. Fills out all forns or records required or
assigned to this position. Prepares purchase requisitions

according to departnent procedures.

Processes outgoing mail and interdepartnental correspondence.
Replies to any routine correspondence or requests on own
initiative follow ng departmental procedures or from oral or
written directions by the Chief. Places telephone calls for the
Chi ef as directed. Answers any tel ephone calls conmng in on
assigned |ines and handl es routine matters, or transfers caller
foll owi ng departnment procedures. Acts as receptionist for any
visitors to the Chief's office. Answers questions and handl es
routine requests by visitors to the office.

Keeps accounts showing the noney and assets of the police
departnment. Makes cal cul ati ons necessary and prepares payroll
records. Takes questions and conplaints from enpl oyees about
pay and deals with payroll section regarding errors, changes, or
other matters related to payroll. Collects fines and bond noney
and issues receipts. Conpiles information for and assists in
preparing a departnental operating budget.

Mai ntains an inventory of supplies and equi pment for clerical

functions. Prepares purchase requisitions according to
departnental procedures and orders supplies. Locates repair
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services and arranges for repairs and maintenance of all
assi gned equi pnment.

Processes evi dence received frompolice officers foll ow ng | egal
requi rements and established departnment policy.

Perfornms any related duties assigned.

QUALI FI CATI ON REQUI REMENTS

Unl ess otherwi se specified, all requirenments listed bel ow nust
be met by the filing deadline for application for adm ssion to
t he exam nati on.

Must neet all requirements of the Minicipal Fire and Police
Civil Service Law, including being a citizen of the United
St ates and of | egal age.

Must have a high school diploma or a valid certificate of
equi val ency issued by a state departnment of educati on.

Must not be |l ess than eighteen (18) years of age.

After offer of enploynent, but before beginning work in this
class, nust pass a physical exam nation, the selection and
adm ni stration of which shall be authorized by the Appointing
Aut hority, designed to denobnstrate good health and physi cal
fitness sufficient to perform the essential duties of the
position, with or w thout accommodati on.

JN 08-31-95
Rev 04- 05- 07



